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Reports

Available 2812 and 2812A Reports, Enroliment (Health Benefit) Codes, and the
Federal Holiday Schedule can be viewed or printed through this function.

Viewing and Printing Reports

The viewing and printing of documents from within RITS is standardized and is
discussed extensively in the Infroduction to this manual. In some instances, reports have
parameters that allow you to place constraints on the data retrieved into the report. The
parameters, or report criteria, limit the boundaries of the data that will be contained in the
report. For instance, you may be asked for a Start and End Date for the report and no
data for transactions before the Start Date or after the End Date will be retrieved.
Similarly, you may limit the data to transactions for only one Payroll Office. These and
other parameters are entered through a Report Request screen after the report is
selected from the menu and before generation of the report is requested.

Screens Used to Request a Report

In the print function discussed in the Introduction, a Report Request screen (Figure 5.1)
is described which allows you to enter a Report Description and Footer Comments. The
Title on the Report Request screen will vary depending on the report you have
selected.

RITS - Holiday Report
OKl Clear | Return To RITS Main Menu | Help |

Report File

Description:

Lo

Start Date: |

End Date: |

Footer I
Comments:

%l Clear | Return To RITS Main Menu | Help |

Figure 5.1  Report Request Screen
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For the reports viewed or printed from the Reports option on the RITS Main Menu, a
similar screen may allow you to enter restrictive parameters in addition to the Report
Description and Footer Comments (such as the Start Date and End Date fields shown
on Figure 5.1). Any parameters available will be discussed with the description of the
individual report below.

Report Request Screen Data Entry Fields

Report File Description
This field is used to name and/or describe the report. It will be this name or
description that appears in the system when you later retrieve the report for viewing,
printing or deleting. The description that you assign to the report should be as
meaningful as possible to help with later report identification. This description does
not print on the report itself.

It is important that a meaningful description be entered in this field. This
will help you identify the report when you want to retrieve or delete it.

Footer Comments
This field is printed on the bottom of each page of your document or report. Figure
1.6 in the Introduction shows a sample report with the location of the Footer
Comments marked.

Report Request Screen Function Buttons

MOK”
Accepts the parameters you have entered, retrieves the report data and requests
the Report Statistics screen for this report.

“Clear”
Resets all data entry fields to their values the last time the screen was displayed.

“Return to RITS Main Menu”
Returns to the RITS Main Menu.

“Help”
Displays the system help for this report.

After you have retrieved the data for the report by selecting the “OK” button from the
Report Request screen, the Report Statistics screen will display as shown in Figure
5.2. This screen is consistent for all documents which contain data.
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Report Statistics
Ok Return To RITS Main Menu | Help
Number of pages in
&
report:
Output Format: HTML -

_OH Return To RITS Main Menu ] Help

Figure 5.2 Report Statistics Screen

Report Statistics Screen Data Fields

This screen will tell you the number of pages the report or document will have and
provides you with a drop down menu of output formats and shown in Figure 5.3.

Report Statistics

%J Return To RITS Main Menu ] Help

Number of pages in y
report:

Output Format:
ok Retum To RITS Maire | Help

Figure 5.3  Output Format Menu on Report Statistics Screen

Menu Choices

HTML
HyperText Markup Language
The document format used on the World Wide Web. Choose this option to view the
report immediately. The report is generated in HTML format and appears in the
RITS Report Viewer. This is the default choice. When printing a report, it is
recommended that you use the PDF format, as described in the next section, rather

than the HTML format.

PDF
Portable Document Format
A file format, read with an Adobe Acrobat® reader, for saving the report to be
viewed or printed online. The Adobe Acrobat reader must be available on your
system and your browser must be properly configured to view or print the report in

this format.

Report Statistics Screen Function Buttons

HOK”
Accepts the Output Format you have selected and generates the report.
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“Return to RITS Main Menu”
Returns to the RITS Main Menu.

“Hel p”
Displays the system help for this report.

Report Request That Produces No Data

When a report request does not produce any data, no report is generated and the
Reports Statistics screen will show the report having 0 pages. Figure 5.4 shows an
example of this situation.

Report Statistics
Return To RITS Main Menu | Help

Number of pages in
0
report:

Output Format: HTML ~

Return To RITS Main Menu l Help

Figure 5.4 Report Request That Produced No Data

When this happens, there is no “OK” button to request display of the report. Your only
options are to return to the RITS Main Menu or to view the system help screen.
Accessing the Reports Function

To access the Reports function, log on to the IPAC system and choose the RITS option

from the IPAC system as explained in the Introduction to this manual. The Main Menu
for the RITS system is shown in Figure 5.5.
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GOALS I

TEAT Retirement and Insurance Transfer System
IDPAC ADMIN

RITS Payroll Office |
RITS ADMIN

TRACS | s ‘2812 ==> | Reports

[ Awailable 2812 and 28124 Reponts 7|
TRACS ADMIN | s ‘Payro\l Office/Pay Cycle ==> | Admin Processing Sjatus
PASEWORD | Gt ‘Repor‘[ Retention Management == | Retrieve Report/Teta Files

==> | Display Messages
| Click here for drop down menu

Figure 5.5 RITS Main Menu

You may enter a Payroll Office number on this screen or, if it is required, you may enter
it on a later screen. The Reports option has a drop down menu that allows you to select
a report before entering the Reports function. You can display this menu by clicking on
the down arrow to the right of the default report name as shown in Figure 5.5. Figure 5.6
shows the RITS Main Menu with the report menu revealed.

GOALS IT

IDAC Retirement and Insurance Transfer System

IPAC ADMIN

|
|
R | Payrell Office j | Select report from drop down menu
|
|

i i Click here
. o afterreport |y ==* [Reporfs
SR = ]2812 selection [awai
TEACS ADMIN | ==x lPayro]l Office/Pay Cycle Health Eenefit Enraliment Cades
Holiday Schedule
EASSWORD | ==z IReport Retention Management ==> | Retrieve Feport/Data Files

== | Digplay Messages

Figure 5.6  RITS Main Menu with Reports Menu

Highlight and select the report you wish to generate. This report will show in the
selection window below the “Reports” button. Click “Reports”. The next screen that
displays, the Report Request screen, will vary according to your report selection and
will be discussed with each report below.

85



RITS User Manual
Section 5 Reports

Available 2812 or 2812A Report

This is a listing of available forms 2812 or 2812A for a selected Payroll Office. When you
select this report, the Report Request screen shown in Figure 5.7 will display.

Computer Generated 2812 Or 2812A Report

ﬂ(J Clear | Return Ta RITS Main Menu ] Help

Report File Ijmpuc:r Generated 2612z for 24000001

L]

Description:

Payroll Office Number: |24000001

Footer Comments: |This is & sample Reporc Footer

%J Clear l Return Ta RITS Main Menu |ﬂ]
Figure 5.7  Available 2812 or 2812A Report Request

This Report Request screen has 3 data entry fields:

Payroll Office Number
If you entered a Payroll Office Number on the RITS Main Menu before
selecting the “Retrieve Report/Data Files” function, it will appear in this data
entry box. You can also enter or change the Payroll Office Number on this
screen. If you do not enter a Payroll Office Number in this field, the requested
report will have no data.

Report File Description These are the standard Report Request
data entry fields described in the
Footer Comments Introduction and earlier in thic Section

A sample of this report is shown below.
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PA&Y PERIODS FOR %WHICH THE COMPUTER GENERATED 2812/2812A 13 AVAILABLE
PAYROLL OFFICE 80000701

Fay Type Report Number Description From D ate To Date Fayroll Paid [ate RITS Stat
B BA0262E! NASA/LERE 120700 12/30,00 /8001 C
B BA02GZ7| NASA/LERD 1273100 1013101 1523101 C
1 of 1 /G0
Feport Requested by Angela M. Wessels R_1_0_1_1_ComputerGenerated2812/2812AReport.rod

Figure 5.8 - Available 2812 or 2812A Report
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Enroliment (Health Benefit) Codes Report
This is a listing of Health Benefit Enroliment Codes currently in the RITS database.

A Payroll Office Number is not required on the RITS Main Menu screen to request this
report.

When you select this report, the Report Request screen shown in Figure 5.9 will
display.

RITS -Maintain Enrollment Code

% Clear | Return To RITS Main henu ‘ Help

Report File Enrollment Codes in RITS as of 2/22/01 =l
Description:

Footer

Sample of the Maintain Enrollment Code Report
Comments:

% Clear | Return To RITS hain Menu ‘ Help

Figure 5.9  Enroliment (Health Benefit) Codes Report Request

The Report File Description and Footer Comments are the standard Report Request
data entry fields described in the Introduction.

The report contains columns which list the Enroliment Code, the date the Code became
effective, the Health Provider Name associated with the Code, the Contribution and/or
Withholding Rates for this enroliment Code, and, if applicable, the date the Code was
closed.

A sample of this report is shown below.
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HEALTH BENEFIT ENROLLMENT CODES

Health Benefit Code Effective Date Cloze Date
101 200104401
102 200104101
104 200104101
105 200104401
201 200104101
202 200104101
204 20010401
205 200104101
261 200104101
262 20010401
211 200104101
212 200104101
451 20010401
452 200104101
454 200104101
455 20010401
cab1 200105/23
E31 200104101
E3Z 20010502
ES1 200104101
ESZ 200104101
jba 200105/23
KH1 20010426
Kz 20010426
KL 200104265
KLS 20010426
KM 20010426
Koz 200104265
KR1 20010426
KTZ2 20010426
L] 200104265
e 20010426
K 20010426
L3z 200104265
LC4 20010426
LDz 20010426
LF1 20010426
LEz2 20010426
L1 20010426
Lz 20010426
Ind 200105/21 2001M05/22
LP1 20010426
Loz 20010426
L&1 20010426
Luz 20010426
Lirq 20010426
Lz 2001026
hiB1 20010426
MCZ2 20010426
hiE1 20010426
hi G2 20010426
k1 20010426
hibdz 20010425
hih1 20010426
hPZ 20010426
teat 200105/23
tib1 200105/23

1 of 1 GG

Figure 5.10 Health Benefit Enroliment Codes Report
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Holiday Schedule Report

This is a listing of Federal holidays for the period entered by the user. When you select
this report, the Report Request screen shown in Figure 5.11 will display.

RITS - Holiday Report

M Clear | Return To RITS hain Menu | Help

Report File Federal Holidays for Calendar Tear zZ001 J
Description:

Start Date: 2001-01-01

End Date: 2001-12-31

Footer Comments:  [calendar Year 2001 Federal Holidays

% Clear | Return Ta RITS Main Menu | Help

Figure 5.11 Holiday Report Request

This Report Request screen has 4 data entry fields:

Enter a Start Date and an End Date for the report in YYYY-MM-DD format. These
fields are mandatory. No holidays before the Start Date or after the End Date will be
retrieved.

The Report File Description and Footer Comments are the standard Report
Request data entry fields described in the Introduction.

A sample of this report is shown below.
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GOVERMMENT HOLIDAY S
Start Date 20010101 End Pate2001/12/31
Government Haliday Description
11101 Hew Tears Day
141501 Martin Luther King's Birthday
201901 President's Day
5128101 Memorial Day
Tiam1 Independence Day
2301 Labor Day
10/2m1 Columbus Day
114201 Veteran's Day
1162201 Thanksgiving Day
1242501 Christm as Day
10t 1 62001
Calendar Year 2001 Federal Holidays
Report Requested by: Jane A. Doe R_3_0_7_1_HolidayReport.rod

Figure 5.12 Government Holidays Report

91





